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OFFICE OF TRAINING REGULATION NO. 25-8 20 September 1955

SUBJECT ¢ OTR Training Materials Registry

REFERENCE: OTR Regulation No. 43-3, dated 2 June 1955, Vital Matarisls
Program _

). GENERAL

This regulation establishes a Training Materials Registry for all training
materials produced or used in the oOffice of Training or other Agency coin-
ponents, Thess materials are progreesively developed, produced, and
wtilized in the interest of supporting Agency training sctivities. The
Regictry will be complete in historical. and current aspects of headquarters
and field training programé.

a. Training Materisls inciude:

Lesson plans; lectures; echarts, maps, £1lms, slides, and other training
aldsy doctrinal studies; mamuale; monographs; case studies; debrlefings
reference papers; programs of instruction; and course catalog listinge.,

b, The Registry will include:

{1} A centralized depository, containing copies of ell training
materials,

(2) . A cross-reference systenm, facilitating identification of all
infoymation on & given subject.

¢. The registry will provide:
(1) The basic and contimuing records necessary for Office of Trainirg
analyses of such matters as changes and modifications in doctrine
and course development.

(2) A centralizstion of documents for reproduction under provisions
of the Vital Materials Program (sec reference).

(3) A source of Materials for exploitation by instructional and
other personnel.

This document i€ par} of an integrated

& file. 1f separated from the fita it mus‘t_ e
~ gubjected 1o individual systematic reviews 3
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{(4) A central réceipt and file point for training materials
originated and used by all Agency components &t headquarters
and overseas,

(5) A depository of materials.to service requests directed to OTR
by other components of the Agency.

RESPONSIBILITIES

Chief, ISB, Support Staff, will establish and maintain the Training
Materials Registry. On request, he will assist all originators in the
preparation of their lesson plans and cther training materials.
Periodically, he will consult with the Area Records Officer concerning
Registry materials (see reference).

Chiefs of Schools and Staffs will determine schedules for perlodic
review and submission to the Registry of lesson plans and copies of
other training items,

Each instructor will prepare a lesson plan for each lesson for which
he is responsible. A lesson plan is prepared by an instructor to
guide him during the conduct of his lesson. It includes an outline
of the method of instruction used, lists the materials and equipment
needed and other administrative details. Lecture outlines, student
assigrnment sheets, coples or pictures of training aids, bibliographies
and other handout materials are attached to the lesson plan.

Chief instructors will submit a resume of each lesson presented by
a guest teacher or lecturer, if an outline or transcription of the
lesson is not available,

Lesson plan materials or resume® incorporating TOP SECRET information
should not be filed in the Reglstry. A Registry Lesson Plan cover
gheet indicating the existence of the lesson should be filed, however.

Each OTR originator of a training item, other than a lesson plan,
which is modified, developed, or procured for use in the Office of
Training will submit a copy to the Registry.

Lesson plans or other training materials preduced by field training

activities or other componente of the Agency, when acquired by OTR
personnel, will be forwarded to the C/ISB for incorporation in the

Registry,
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3, PROCEDURES

a, Each instructor will prepare and forward one copy of a lesson plan
through established School channels (see Attachment Il~--Registry
Lesson Plan Cover Shect) to the Chief, ISB, Support Staff,

b. Each originator of a treining item, other than a lesson plan, will
forward one copy of the item through established School or Staff
channels (see Attachment 2-——Registry Item Cover Sheet) to the Chief,
ISB, Support Staff.

¢c. Chief, ISB, Support Staff, will receive, process, gross-reference,
and file all training materials. He will inventroy the Registry
periodically and will prepare and forward to Chiefs of Schools
current specification lists of items filed in the Registry. In
addition, he will arrange for reproduction of materials in quantities
to meet requirements of use withing OTR and for release to other
Agency componinte and field training activitles.

d. Chief, ISB, Support Staff, will include int he ISB Monthly Summary
Report a statisticsl summary of all Reglstry materials:

(1) Received from Chiefs of Schools and Staffs
(2)’ Received from fisld training activities
(3) Recelved from other Agency components

{4) Released to other Agency components.

25X1A

TTHEW BAIRD
Director of Training

Attachments:
1 ~ Reglstry Lesson Cover Sheet
2 - Registry Jtem Cover Sheet

Distribution: OTR Manual Holders
OTR Instructors
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